D

OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) for an Awarded Bid - Single Vendor

This Job Aid shows how to:
e Find and open an evaluated and awarded COMMBUY'S Bid
e Create a Master Blanket Purchase Order (Contract) for an awarded Bid in COMMBUYS

Of Special Note:

Once the solicitation process is complete and the bid is awarded to a vendor(s), a MBPO for a new contract needs to be
created in COMMBUYS. This job aid starts at the point where the bid has been awarded and approved. This job aid is for
a single vendor MBPO. If you need to add more than one vendor to an MBPO, see the Job Aid called “How to Set up a
Master Blanket from Scratch”.

Screenshot Directions

Step 1: Signing in to COMMBUYS
COMMELYS ERC D

COMMBUYS i 17

1. Launch the COMMBUYS website by
entering the URL
(https://www.commbuys.com) in the

COMMBUYS INFORMATION: o () . .

B e v O Ar St L . browser or by clicking on the

e P B hyperlink COMMBUYS.

Yender Training Sssources. S

v ;,,/’H @6‘« 2. Click on the orange Sign In button in

e ot e e -SSR GOVERW the upper right hand corner.

it 3. Enter your Login ID and Password
e o D and click on the Sign In button.
Attention Vendors: 54 Newly posted bids - Week of 4/11

Welcome to COMMBUYS

Login ID

Password

Login Assistance
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Screenshot Directions

Step 2: Searching for Bids

N — From the Main Menu, click on the Bid
Solicitations (RFX) icon.

News Recent Documents

COMMEUYS g

Type Descrigeion  Status  Last Viewed

®
®
o
®
®
®
B
B

Step 3: Opening an Approved Bid

Bid Solicitations [® e vine ]
S R S 1. Click on the Approved tab.
@ @ [+] L/ ¢ Tabu- - . . .
Methiaas bt ™ v Dt opmn ¢ ™ Gy vl 2. Click on the blue hyperlink in the Bid
. Saowge i O BOUDIG gy Qe Solicitation # column to open an
X S approved Bid.

NOTE: Open Market bids can be changed to
MBPOs; however, they are typically used for
a one-time bid that will most likely not result
in a contract.

Step 4: Clicking on the Bid Tab Button

GrceBd  Coedd  VewQocelisoy P The Bid opens to the Summary tab.

Scroll to the bottom of the page and click on
the Bid Tab button.
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Screenshot Directions

Step 5: Accessing the Summary Tab

COMMEUYS @ T 0008 . . .
& . The Bid Tabulation page displays all the
Bid Tabulation for Bid #8D-17-1080-1080C-1080L-8311 quoteS received for the Selected b|d
s ) Click on the Summary tab.
Step 6: Clicking on the Create PO Button
- Il -
The Summary tab for the bid opens. Scroll
e to the bottom of the page and click on the

S Create PO button.

NOTE: The Create PO button will only
appear if the bid has been awarded.

Step 7: Previewing the PO Creation Page

Bid BD-17-1080-1080C-1080L-8311 - Purchase Order Creation Preview
The Purchase Order Creation Preview
page displays with the purchase order
creation options already preselected:

e Include Narrative Items

Include Bid Attachments

Include Bid Tab Attachments
Include Bid Notes

Include Quote Subcontractors
Include Vendor Quote Attachments
Include Forms

Contnue Cancel & Ext

Keeping all the options checked will carry
over from the bid to the Master Blanket.

Click on the Continue button to create the
MBPO.
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Screenshot Directions

Open Market Bid BD-17-1080-1080C-1080L-8311

—
FO-17- 1O 0L T

suonan 00 Wi [

Step 8: Opening the PO

The page refreshes with the PO(s) created
from the bid, one for each Vendor awarded.

You can open the PO by clicking on the blue
hyperlinked PO # next to the words: “New
Purchase Order is”.

NOTE: A unique PO numbers is generated
and is different from the Bid number.

[ Ovaran vebtarien trvars

Header Information

Oien Market Purchase Order PO-17-1080-1080C-1080L-7878

P ol |

Step 9: Selecting the General Tab

The PO opens to the Summary tab page.
Click on the General tab.

Master Blanket Purchase Order PO-17-1080-1080C-1080L-7878

PO-1:10051006C- 10000 TON

PR —

. rogress

‘‘‘‘‘

€ Org; Operational Sarvices DIVIUON 5= | Wvwember 14,360 52900 1M 131

Purchase Order Number: Ralesie NumBer ® shert Deseriptiees oo
Status Purchater: P Receipt Method Quanecy
Fiscal Year: PO Type: Open Minor Status:
Organization:
Department: Dwoarter Location: J\‘ on L oxaten ?o:.::‘“r
b ecsomgen asiig
Required By Date: Promised Date: Print Desx Detait * Defrus
:’:T:;tm T Will-to Addreds.
Special Instructions:
Step 10: Reviewing/Editing the General
COMMELYS g ‘A OO ® Tab

The ‘In Progress’ PO opens to the General
Tab where any and all edits can be made.

All information from the bid was converted
into the MBPO, however, if edits need to be
made, click through each tab to make the
appropriate changes.

NOTE: The Items tab will be the MBPO
catalog. If a detailed and long item list is
desired, you will need to reach out to OSD
and the Helpdesk for assistance.

1. Review the General Tab. Some of
the fields to review include:

e Short Description: a searchable
field; your departmental
numbering schema can be used.

e Department: defaults from the
user’s profile, but can be
changed.

e Location: defaults from the
user’s profile, but can be
changed.
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Screenshot Directions

e Solicitation Enabled
(checkbox): If the blanket will
serve as a multi-vendor contract
used for conducting bids to get
pricing for specific orders, be
sure to select this checkbox and
instruct users to create
solicitation enabled release
requisitions when ordering from
this contract.

In some cases, departments may
choose not to check off “Solicitation
Enabled” on a distributor blanket.
One example of such a contract is a
true distributor situation, where all
the vendors are selling the same
products at the same pricing.

e Type Code:
o CH — Historical Contract
o NC - Non-Statewide/Limited
User Contract
o SW - Statewide Contract

e Catalog: Field is not used.

e Special Instructions: Special
instructions allow for the entry of
specific instruction to vendors.
When entered on the requisition,
the data in this field will copy
forward to the PO and also be
visible on the print version of the
PO. It can also be used to give a
vendor specific instructions such
as shipping or delivery or
anything else. This field is
available on the requisition and
the PO.

e Print Format:
o Purchase Order Print (use
this default)
o PO Vendor Print

e Release Type:
o Direct Release
o Standard Release
o RPA Only Release
O
NOTE: Multi-Vendor based blankets require
“Standard Release”.
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¢ RPA Release Allowed

(checkbox):

o If aBlanket is set up for
either Direct or Standard
Release, the RPA Release
Allowed feature is optional
and can be enabled for
either of these release types.
If enabled, it allows for
Direct/Standard release
orders to be processed off of
the Blanket and also the
ability to process RPA
transactions.

o If aBlanket is set up for RPA
Only Release, the RPA
Release Allowed is
automatically selected and
cannot be disabled. This
ensures that no
Direct/Standard release
orders can be processed off
of the Blanket and only RPA
transactions are allowed.

1. When you have completed your
edits, click on the Save & Continue
button.

2. Click on the Items tab.
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Screenshot Directions

Step 11: Reviewing/Editing the Items Tab

The item information section is used to define

Master Blanket Purchase Order PO-17-1080-1080C-1080L-7878 s b B goods or services, their United Nations

Gk e Vo todog G Ml N G s Standard Products and Services Codes
a3 (UNSPSC), and pricing information.

i I Y D Items added during the bid process will carry

over and display. You have the option to:
- e Leave theitem asis

- w o Edit the item (click on the blue
S o hyperlink in the Item # column)

o Delete the item (click on the
checkbox in the Delete column, then
e click on the Save & Continue
S e I R button)

e Add additional items (click on the
Add Item button)

NOTE: A red error message displays when
no items are present. All MBPOs require at
least 1 orderable item.

If you are adding an item, continue to the
next step. If not, go to Step 16.

Step 12: Adding Item Detail

COMMBUYS g oy v [ ren ERCReR

The Add Item button opens a new screen to

e e enter item detail. Enter/Select the following:

=3 - e Description: good/service
description

—— e Receipt Method: quantity or

prren"Q dollars; choose based on
receiving needs for the blanket

e Quantity: (enter at least 1) make

T o sure it is relevant to the receipt

—_ —_— method

' — %8 e Unit Cost: cost associated with

. B the item/service per unit (can

Conmotey e a leave at O to allow the buyer to
enter the information)

e UOM (Unit of Measure): choose

Master Blanket Purchase Qrder PO-17-1080-1080C-1080L-7878 sumren: 305t progrvs [

&
®
-
®
B
m
®
B

Additional product infermation »

Price breakss from dropdown
Image managements NOTE: If pricing varies based on an item
ey ke E—— attribute, create separate items with distinct

pricing. If you need users to be able to enter
guoted prices, leave the price blank and
instruct them to enter pricing and edit or add
to the description on their release requisitions
so that the vendor knows what buyers are
ordering.

Curvent O Operations] Sarvioes DRILON S | Weesmber 14, 59 131 90 65T
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Step 13: Opening the UNSPSC Search

UNSPS Coegmentfamly. 1. Use the magnifying glass icon to
open the popup UNSPSC search
1Q window.

UNSPSCClass: 2. Use the dropdown arrows to select

the UNSPSC Segment-Family and
UNSPSC Class fields, or enter a key

Commodity-EPP: ,

ommey Q word in the UNSPSC Keyword field.

3. Click on the radio button next to the

Commaodity-EPP and Service Codes

o desired code.

..... iy [P T |

- [ | NOTE: Select the most applicable code

...... - for the item, as there may be multiple

— T — options.

UNSP5CCode Browse m:,w 4. Click on the Save & Exit button once
you have selected the applicable

() — code, and the Items screen will
: redisplay.

Step 14: Completing the Iltems Tab

.....B....... e —— When the item entry is complete, click on the
- Save & Exit button to complete the entry or

o Sonnm® T m e =) the Save & Add New button to enter more
T p—. i el line items for the contract.

If you want to select more UNSPSC codes

P e - R ey for the MBPO, you can dq o) by_creating
St + 1 0% weoao % T multiple items and assigning a different
T ———— e v UNSPSC code to each.
T4 - Spe0AE ¥l COMINCION ‘w Tou ot no

INEPRC O " Evendot Ao 3000

11 Plamdeng conshuchon serices  *

°

Terainy
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Step 15: Reviewing the ltems General Tab

=3 COMMEUYS g g [ e Do 0 e
Master Blanket Purchase Order PO-17-1080-1080C-1080L-7878 oot 1t B The Items General tab redlsplays'
= - To edit an item you have already entered,
B click on the blue hyperlinked number in the

Item # column on the left side of the screen.

®
w
B
b
®
B
®
bl

© Pewre save pour (g Soring Onerwse. y:

v & Contion Saarih tewentory e, Sasrch tamt A oo Cancel & B
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Step 16. Completing the Control Tab

Master Blanket Purchase Order PO-17-1080-1080C-1080L-7878

e Comred Validenion brroes

A Cistar it st 30 ndicanes ra imi

Save & Continue

Sareg (sl Aneeeeodl Nem o Cueplen Semesm ey

Master Blacketal ootract fnd Date”

sustm 9 intrgreom. [

1. Click on the Control tab.

2. Atthe top of the page, select the

| Master Blanket/Contract Begin

" and End Date using the calendar
icon if not already done so on the
bid.

The Cooperative Purchasing Allowed box
should only be checked if multiple
COMMBUYS organizations have access to

view and use this MBPO.

New contracts created in COMMBUYS are

divided into two groups:

e Statewide / Designated Statewide,
which will be available for use to all
eligible entities

e Limited User / Departmental
Contracts, which will be available for
use by one (i.e. the issuing Department)
or more eligible entities (either listed
specifically in the Request for Response
(RFR) or defined generally in the RFR
and then subject to authorization by the
issuing Department)

Contract type:

e Statewide — Only check Cooperative
Purchasing and Add “All Org” if
authorized by OSD AND within the RFR
language

e Limited User Departmental
Contract/Multiple Organizations —
Check the Cooperative Purchasing
Allowed checkbox and add one or more
organizations authorized to use the
MBPO

e Limited User Departmental
Contract/Single Organization — Do not
check Purchasing; this defaults to your
organization only
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Step 17: Setting Cooperative Purchasing

Master Blanket Purchase Order PO-17-1080-1080C-1030L-7878 St B progrens [

If Cooperative Purchasing Allowed is

checked:
-_L e o 88 1. Click on the magnifying glass icon
B - next to the Organization field.
- Q - Q “
e 2. After clicking on the magnifying glass
—— icon, a Lookup Organization popup

screen displays. To select a
cooperative purchasing organization
(you can only select one organization
at a time) check the radio button next
to the desired organization.

3. Click on the Select button at the
bottom of the page.

4. Repeat this process for the
Department field.

5. Click on the Save & Continue

button.
Master Blanket Purchase Order PO-17-1080-1080C-1080L-7878 e If Cooperative Purchasing Allowed is left
s ot e o g ) unchecked:

1. Click on the magnifying glass icon
next to the Department field.

Viastar Casteps Valdntons brey

" " 2. On the popup screen, using the radio
buttons, select the department(s)
N o ‘ e within your organization who will
need to view and utilize this MBPO,
0 Dottt st then click on the Select button.

Sve & Contmue. Rt

3. Click on the Save & Continue
button.

4. Click on the Summary tab.
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Step 18: Submitting for Approval

Magtar Blanket/Contract Vender Distributer List

1. After clicking on the Summary tab,

O o the PO is currently in an ‘In Progress’
status.
Master Blanket/Contract Contrals
hr BankeuContac e Ou: NG M B anToc End g iy 2. Scroll to the bottom of the page and
Cecperative Purchaving Alicwed Mo . .
_ . _ _ click on the Submit for Approval
[, PR e e B button.

Vender Performance Documents

Item Information «

Step 19: Approving the MBPO

Master Blanket Purchase Order PO-17-1080-1080C-1080L-7878 suani: -t brogrvss [ X i
e e e s e e S e et Your submittal request will go through your
sty s established approval process.
Pt 01 ) it o i i 1 by ) e
Approver v Add Appicin
Sarve & Contieus Cancel & Exx

Step 20: Opening the PO

el | RSN | Once the PO has been approved, it is ready
o - to be sent to the vendor(s).

News Recent Documents

Bid Solicitation

6 (s Ready o
Serd

Click on the PO(s) Ready to Send box or
click on the blue hyperlink for the purchase
order # in the Recent Documents box to
open the PO.

Date Categery Title

P17 080-1080K Contract/ s s
108087872 Bank

Step 21. Sending the PO

1. The PO opens to the Summary tab
Vendor Performance Dosuments with a status of Ready to Send.
e Scroll to the bottom of the page.
Teem Information =
2. Select one of the two options:
Approval Path: e Send Email and Notify Vendor:
sends vendor's COMMBUYS
contact an email about the PO
and the PO can be found in
COMMBUYS
P— e Set to Printed Status: no email
is sent but the Vendor will be
able to find and open the PO in
COMMBUYS

There are s gl patrs foured o 1t prurchase crder

Caneel PO Clane PO Frnt Frint Vendor Cogy

Click on the Save & Continue button to put
the MBPO in a ‘Sent’ status.
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